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STATE OF HAWAI

Cl ass Specifications
for the Cl ass:

VWORKFORCE DEVELOPMENT ADM NI STRATOR
( WORKFORCE DEVELOPMENT ADMR)

Cl ass Di stingui shers:

Manageri al Responsibility: As a division chief, the sole
position in this class adm nisters the statew de workforce
devel opnent program and directs operations in accordance wth
applicable State and federal laws. Division activities are
accompl i shed through a program devel opment office and four
branches on Oahu, Mui, Hawaii and Kauai .

Compl exity: This class reflects responsibility for
pl anni ng, organi zing, directing, coordinating and controlling
t he operations of a statew de program which delivers
enpl oynment and training services to job applicants, workers,
and busi ness community throughout the State.

Full| Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Knowl edge of: Principles and practices of nmanagenent and
adm ni stration, i1ncluding supervision, budget and | egislative
processes; thorough knowl edge and understandi ng of State and
federal laws, rules and regul ations pertaining to enpl oynment
services (e.g., labor, enploynent, veterans, equal enploynent
opportunity, occupational safety and health, etc.) and
enpl oynent training progranms; national and State | abor market
conditions, enploynent trends and industrial conditions;
conmmunity resources, |abor organizations, veteran groups,
educational institutions, and other public entities at the
| ocal and national |evels; State workforce devel opnent program
goal s, policies and procedures; departmental rules and
regul ations; and research and report witing nethods and
t echni ques and public relations.

Ability to: Adninister the statew de workforce
devel opnent progrant establish programopriorities and
policies; speak and wite effectively; neet, elicit the
cooperation of, and establish and maintain effective working
rel ati onships with associ ates, committees, representatives of
conmuni ty groups, organizations, and other governnent al
agenci es; and supervise and eval uate the work of others.

Exanpl es of Duties: (The sole position in this class may not be
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assigned all of the duties listed, nor do the exanples necessarily
include all of the duties that may be assigned. This does not
precl ude the assignnment of duties which are not listed.)

1. Pl an, organi ze, direct, coordinate and control the
st at ewi de wor kf orce devel opment program i n accordance
with applicable State and federal |aws, rules and
regul ati ons.

2. Pl an and devel op program policies and procedures.

3. Determ ne resource requirenments and direct the
preparation of the division s budget.

4. Direct, participate in, and coordi nate staffing of
operations and establish control of nonitoring and
eval uation activities.

5. Direct the inmplenentation of program activities and
ensure conpliance with [aws, rules, departnental and
program policies, procedures and standards.

6. Propose changes in legislation, admnistrative rul es and
departnmental policies related to the workforce
devel opnent program

7. Represent the division and/ or department at public
heari ngs, conferences, workshops and neetings, both
within and out of the State.

8. Establ i sh and mai ntain working relationships with
associ ates, commttees, representatives of comunity
groups and organi zations, and representatives of other
gover nnment al agenci es.

9. Provide for staff training and devel opnent.

10. Take appropriate action on personnel matters, including
di sciplinary actions and grievances.

This is the first specification for the new cl ass
WORKFORCE DEVELOPMENT ADM NI STRATOR ( WORKFORCE DEVELOPMENT
ADMR) .

Ef fective Date: 12/16/1995
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DATE APPROVED: 4/28/2000

M KE McCARTNEY
Director of Human Resources Devel opment



